Embassy of the United States of America
Kyiv, Ukraine

JOB OPPORTUNITY ANNOUNCEMENT

# 038 Date: December 13, 2010
TO: ALL MISSION PERSONNEL
FROM: TERRY ALSTON - HUMAN RESOURCES OFFICER

SUBJECT: CHAUFFEUR AT OVERSEAS BUILDING OPERATIONS OFFICE

Employees are invited to apply for this position or refer qualified and eligible candidates
to the Embassy Human Resources Office. Application procedure is outlined at the end of
this notice. Questions should be directed to the Human Resources Office.

POSITION TITLE: Chauffeur at Overseas Building Operations
Office (OBO)

OPEN TO: ALL INTERESTED CANDIDATES/ALL
SOURCES

GRADE LEVEL: FSN-03, FP-BB* (Full Performance Level)

WORK HOURS: Full Time, 40 hours per week

POSITION TYPE: FIXED-TERM POSITION**

OFFICE LOCATION: New Embassy Compound (NEC)

OPENING DATE: Immediate

DEADLINE: December 27, 2010 at 6 P.M. Kyiv Time

*FP —BB is subject for confirmation with Washington.

**IMPORTANT NOTE: This position will be staffed ONLY for the period of NEC
construction (approximately 12 months) and will be eliminated upon completing the
construction project.

ALL ORDINARILY RESIDENT U.S. CITIZEN AND THIRD COUNTRY NATIONAL
APPLICANTS MUST HAVE THE REQUIRED RESIDENCY PERMIT TO BE ELIGIBLE FOR
CONSIDERATION AND ARE REQUESTED TO ATTACH COPY OF THEIR RESIDENCY
PERMIT TO THE APPLICATION.



BASIC FUNCTION OF POSITION:

Serves as a chauffeur to transport OBO/NEC project personnel and provides courier service
in support of Mission requirements. The incumbent may drive a bus or light armored
vehicle as necessary.

MAJOR DUTIES AND RESPONSIBILITIES:

>

>

Serves as a chauffeur to transport OBO/NEC personnel and official visitors or
documents within the city and environs. Choosing the safest and shortest
itinerary. Accompanies official visitors to and from airport and train station to
facilitate their entry/exit. 75%

Maintain assigned vehicle in clean and serviceable condition. Determines the
level of technical problem and forward appropriate issue to mechanic or Motor
Pool supervisor, reports any preventive maintenance needed. 10%

Files daily vehicle usage reports and conducts daily maintenance checks of
assigned vehicle. 10%

Performs other related duties as directed. 5%

REQUIRED QUALIFICATIONS:

EDUCATION:

» Completion of secondary school is required.

WORK EXPERIENCE:

» Chauffeurs shall have a minimum of two years experience as a chauffeur or two years
experience as a driver in commerce, public transportation, or similar backgrounds.



LANGUAGE:

» Level Il (limited knowledge) English, Level I11 (good working knowledge)
Russian and Ukrainian are required.

KNOWLEDGE:

> Basic technical knowledge of automotive systems and mechanisms. Thorough
knowledge of local traffic law. Good knowledge of Post instructions on motor pool
operation (oral or written). Basic knowledge of Mission structure/subordination.

SKILLS AND ABILITIES:

» Must possess valid diver license category B, C, D. Ability to drive GOV, including
vans and SUVs. Must be in a good health condition, in order to obtain medical
certification. In accordance with DoS requirements chauffeurs hired shall be 25 years of
age or older.

APPLICATION AND SELECTION PROCESS:

v Effective August 1, 2010 Office of Overseas Employment announced new Universal
Application for Employment (DS-174) as a mandatory application for any locally
recruited positions. To apply for this position all interested candidates should fill out the
DS-174 in Ukrainian or English and submit it to the Embassy Human Resources Office
by COB December 27, 2010. The new DS-174 is available on the official U.S. Embassy
website under the Employment Opportunities section:
http://ukraine.usembassy.gov/job-opportunities.html.

Universal Application for Employment (DS-174) can be filled out electronically, but
still must be printed, signed and emailed to: KyivHR@state.gov or faxed to: 490-40-
85.

Note: Only those applications that are received in the Human Resources
Office before the closing date will be eligible for consideration. Any
application package that doesn’t include the UAE (DS-174) will be
considered incomplete and will not receive further consideration for
recruitment.

ADDITIONAL SELECTION CRITERIA:

! Current employees serving a probationary period are not eligible to apply for this
position.

I US Citizen EFMs who are currently employed under Family Member Appointment
(FMA) must work for 90 calendar days in their current position before being able to
apply for advertised position.

I US Citizen EFMs and NORs who are currently employed under Personal Services
Agreement (PSA) must work for 90 calendar days in their current position before being
able to apply for advertised position.



http://ukraine.usembassy.gov/job-opportunities.html
mailto:KyivHR@state.gov

I U.S. Veterans and U.S. Citizen EFMs will be given preference in hiring over other
equally qualified candidates in accordance with Section 301 (c) of the Foreign Service
Act of 1980. Candidates who claim U.S. Veterans hiring preference must provide a copy
of their Form DD-214 with their application. Candidates who claim U.S. Citizen EFMs
hiring preference should indicate their EFM status in the application form.

! Only those applicants who are selected for the interviews will be contacted.

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

The U.S. Mission in Kyiv provides equal opportunity and fair and equitable treatment in
employment to all people without regard to race, color, religion, sex, national origin, age,
disability, political affiliation, marital status, or sexual orientation. The Department of
State also strives to achieve equal employment opportunity in all personnel operations
through continuing diversity enhancement programs.

The EEO complaint procedure is not available to individuals who believe they have been
denied equal opportunity based upon marital status or political affiliation. Individuals
with such complaints should avail themselves of the appropriate grievance procedures,
remedies for prohibited personnel practices, and/or courts for relief.

CLEARED: ARaley- OBO(by e-mail)
DMercadante— FMO (by e-mail)



llepexnao ocHosHUX nocadosux 0006 A3Ki6
VKDPAIHCbKOK MOBOIO

HOCAJIA : BOAINA HA ITPOEKT 3 BYIIBHUIITBA HOBOI'O IIOCOJIbCTBA

I'PA®IK POBOTH: 40 TOAUH HA TUKJEHD.

OCHOBHI NOCAJIOBI OBOB'A3KMN:

[IparmiBHUK BIAMOBia€ 3a TEPEBE3CHHs CIIBPOOITHUKIB, IO MPAIIOIOTh HA MPOEKTI 3
OyIiBHUIITBAa HOBOTO MOCOJILCTBA, @ TAKOK BUKOHYE 000B’SI3KM Kyp’€pa [uisl 3a0e31eUeHHs
poOOTH TUIUIOMATHYHOTO MPEJACTABHUIITBA Y BIAMOBITHOCTI A0 BHYTPIIIHIX BHMOT OO
Ha/IaHHS TIOCIIYT.

Boniii Hamae mocimyru 3 TPaHCHOPTYBAHHS IEPCOHANy, IO MPAIOIOTh Ha IPOEKTI 3
OyniBaunTea HOBoro IloconmbcTBa, OQIMiHHUX BiABIAYBadiB Ta JOKYMEHTIB y MeXax Ta
mo3a MeXaMu MicTa, oOuparoud Haii0e3neuHimuii Ta HaiikopoTmwmii mappyt. Jo
00OB’SI3KiB BOJIiS TAKOX BXOJATH 3yCTPiY Ta CYNPOBOUKEHHS OGMIIIHMX BiABiTyBadiB
[TocomecTBa 110/ @00 3  aepomopTy Ta 3aTi3HUYHOIO BOK3AIY 3 METOIO IOJICTIICHHS
MIPOIIETYPH MPHUI3TY/Bi 1311y. 75%

Bopmiii o0cityroBye 3aKkpiluieHHI 32 HUM TPaHCIIOPTHUH 3aci0, 3a0e3nedye Horo oxanHMi
CTaH Ta NPUAATHICTH JO BHKOPUCTaHHS. BH3Havae CyTHICTh TeXHIYHOI MpoOieMu Ta
3BEPTAETHCS 10 MEXaHIKa Yd JI0 KEpIBHUKAa aBTOMOOUILHOTO IMAPKy 1 TOBIIOMIISE TIPO
OyIib-sIKYy HEOOX1JHICTh Y TEXHIYHOMY OOCITyTOBYBaHHI. 10%

3aIoBHIOE H_IO,I[GHHi 3BITH oaAO0 BUKOPUCTAHHSA aBTOMOOLIS Ta MNpOBOJAUTHL MHIOACHHY

TEXHIYHY MepeBIPKY 3aKPIIIEHOr0 32 HUM TPAHCIIOPTHOTO 3ac00y. 10%
BukonaHHS 1HIIIMX 3aBAaHb, 1[0 MOXKYTh BUHUKHYTH. 5%
OCHOBHI BUMOI'HA:

e Bik Bix 25 pokis;

e ATecraT Ipo CEpe/IHIO OCBITY;

MiHiMyM 2 pOKiB JOCBiAY poOOTH y SKOCTI BOJis abo 2 pOKH JOCBiAy poOoTH
BOJIiEM Y cpepi TOPriBiIi, TPOMaJCHKOI0 TPAHCIIOPTY UM IHIIHM CXO0XKUHN TOCBIJ;
HasBHicTE TOCBiueHHS BOist Kareropii B, C, D;

3aranpHI TEXHIYHI 3HAHHS 3 aBTOMOOLTIB Ta MEXaHI3MIB;

3HaHHS Ta JOTPUMAHHS MIPABUI TOPOKHBOTO PYXY;

BinbHe BONOMIHHS YKPaiHCHKOIO Ta POCIMCHKOI0 MOBaMH, MOYATKOBUN pPiBEHBb
BOJIOJIHHS aHTINHCHKOIO.



BUMOI'M 10 HOJAYI JOKYMEHTIB:

3arikaBieH] KaHAUIATH IOBUHHI 3aIOBHUTH HO8Yy AHKETYy KaHIWJaTa Ha
npauesiamryBads (DS-174) ykpaiHcbKo10 2060 aHIJIiiCLKOI0 MOBAMH Ta HaJIiC/IaTH
il mo Bimminy kaapis [TocomscTBa CIIIA. Ankery DS-174 moxHa 3HalTH Ha oiriitHIi
cropinmi IToconscTBa y po3aini «Bakancii»: http://ukraine.usembassy.gov/job-
opportunities.html. He mixnucani ankeTn, ankeTu 0e3 1aTH Ta AaHKETH, 1[0
3amoBHEHI oJIiBIeM, mpuiiMaTHca He 0yayTh. AHKeTa Ha npanesiamTyBanus (DS-174)
MOJKe OyTH 3allOBHEHA €NIEKTPOHHO, aje MOBHHHA OyTH PO3JApyKOBaHA, MiAMICaHA Ta
BiJIpaBjieHa Ha ajapecy enekrponHoi nomru KyivHR@state.qov abo HaiciaHa 1mo
dakcy: 490-40-85 , abo 3a agpecoro: Bigain kanapis, [loconsctBo CILIA, By
I'mubounnrka 4, m. Kuis 04050.

AHkertu Hagicaani miznime 27 rpyaust 2010 posrasaaTucs He 6yayTh.
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